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This guide is intended to assist users of DPI’s WISEid application.   
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Summary of Process for New LEAs 

1) Get WAMS account with access to WISEid.  See the Access and Security 
section of this user guide. 

2) Update your staff data collection contact info.  This is important so DPI knows the 
correct persons to contact for your LEA.  See the Update Contact Info section of 
this user guide. 

3) Complete the process to get your historical staff connected with WISEids.  See 
the First Year Historical Staff Data Bridge Process section of this user guide.  
Phase 2 and 3 LEAs should complete this process and receive DPI 
approval before continuing on to next step. 

4) Generate WISEids for all new staff.   
a. If you plan on entering data through the application User Interface one 

person at a time see the Searching For, Creating and Editing Persons 
section of this user guide 

b. If you plan on entering data through the file upload process see the File 
Tasks section of this user guide. 

5) Export WISEids for all your staff from the WISEid system for import into your 
district information systems. Either by: 

a. Person List by Local Person ID 
b. Download Transaction History processing 

6) Upload Contract and Assignments.  If you are copying last year’s Contracts and 
Assignments forward inside the WISEid system complete Step 5 of First Year 
Historical Staff Data Bridge Process section.  In either case to upload the 
Contracts and Assignments file see the File Tasks sections of this user guide.   

7) Complete the validation and correction of staff data issues described in the  
Validate Staff Data section of this user guide.  UNDER PARTIAL 
CONSTRUCTION INCLUDING INTERFACE TO VIEW, but you can run 
validations after each bi-weekly release to check for new validation issues for 
your correction or review.  Validation interface will be expanded upon soon. 

8) ELO License Status reporting review.  STILL UNDER CONTRUCTION.  Will 
update when available.   

9) Staff data reporting check off  and signing process and data snapshot.  STILL 
UNDER CONTRUCTION.  Will update when available. 
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Access and Security 

 
 
In order to use WISEid you must first obtain a WAMS ID.  For detailed procedures and instructions, 
please see the WAMS User Guide:  http://dpi.wi.gov/sites/default/files/imce/wise/pdf/wams-guide.pdf .  
Please note use should use WAMS account connected to your work email as this system will be used 
for work purposes.  Do not reuse a WAMS account created for ELO which is for your personal use 
and would use your personal non-work email account. 
 
Once you have obtained a WAMS ID you must be assigned a WISEid user role.  User roles must be 
assigned by your district’s WISEid Application Administrator(s).  If you do not know who that is you 
can use this application to look it up:  https://apps2.dpi.wi.gov/ldsutil/admin/.   
 
For detailed information about security roles and responsibilities, please read the Secure 
Home Information page:  http://wise.dpi.wi.gov/wise_securehomeinfo. 
 
Use your WAMS ID and password to log into the application via the Secure Home menu 
(https://apps2.dpi.wi.gov/secure/) or log in directly (https://wisedata.dpi.wi.gov/WISEid/).   
 
If you cannot remember your WAMS ID or password, or if your password is locked, please visit the 
WAMS web site at https://on.wisconsin.gov/WAMS/home and click on the Account Recovery link.  
DPI does not have the ability to reset passwords.   
 
For all other issues, please open a DPI help desk ticket here:  http://wise.dpi.wi.gov/asm-help-ticket.  

http://dpi.wi.gov/sites/default/files/imce/wise/pdf/wams-guide.pdf
https://apps2.dpi.wi.gov/ldsutil/admin/
http://wise.dpi.wi.gov/wise_securehomeinfo
https://apps2.dpi.wi.gov/secure/
https://wisedata.dpi.wi.gov/WISEid/
https://on.wisconsin.gov/WAMS/home
http://wise.dpi.wi.gov/asm-help-ticket
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First Year Historical Staff Data Bridge 
Process 

This process will be needed for all districts as they onboard to the new WISEid system to join the 
previous four years of staff data to WISEid records.  Steps of the process are below.  All LEA’s who 
were not part of the WISE Wave 1 should complete this process before they start using the rest of the 
system.  All Wave 1 districts should complete this process now, but it doesn’t affect their continuation 
of work in the regular WISEid system.  Please note -  to do the Historical Person Download you 
need to be given AgencyAdmin role access in WISEid to your LEA by your DSA.  If you do not 
have AgencyAdmin role access the Historical Person Download will be light blue and the 
button will not be clickable. 
 

Step 1: 
 
LEA Download Historic person data file with last 4 years of staff persons.  Located in WISEid 
application under Reports/Validations > Manage Staff Data.   Choose Historic Person Download 
blue button.  File will appears in your Internet browser file download when complete. Please be 
patient as it may take up to a minute for the file download to complete. 

.
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Step 2: 
 
LEA Fix missing data in downloaded file 

1. Join to LEA local data sets using EmpID (SSN) 
2. Fill in missing data and correct any errors - most especially missing Birthdate field for non-

licensed staff and make sure all race keys are populated with numeric codes. Also, please 
populate the Local Person IDs if district is using them (system is defaulted to use Local Person 
Ids).  If you need to change a birthdate that already exists (not missing) please contact 
DPI Customer Services by help ticket http://lbstat.dpi.wi.gov/lbstat_helptool or phone 1-
800-507-5744. 

3. Delete  EmpID field (will be ignored in upload processing  if LEA forgets). 
4. LEA SHOULD NOT TOUCH Staff Key column - key is used to join data back to DPI’s data. 

 Key also has most recent year of a staff person reported 1202 staff record  in key as the last 4 
digits of the key for the last 4 years of staff person’s data. 

 
Step 3: 
 
LEA Upload Historic Person corrected data file using Upload Historical Person CSV File located on 
the Reports / Validations > Manage Staff Data page.  Please be patient as this may take a minute. 

 
 
A green highlighted message saying “File was uploaded Successfully!”  will appear on the screen 
when the upload has been completed. 

http://lbstat.dpi.wi.gov/lbstat_helptool
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Step 4: 
 
WISEid Wave 2 and 3 LEAs 
 
Wait for DPI Customer Services to notify them that is OK to proceed with further use of the system.  
DPI will be loading all historical staff into the WISEid system and creating WISEids for them including 
attaching the LEA’s Local Person IDs that were supplied in this upload process.  The next steps for 
LEAs once DPI provides the OK to proceed will be to generate WISEids for new staff and if they need 
last year’s Contracts and Assignments to copy forward they can then complete that step.   
 
WISEid Wave 1 LEAs 
 
Continue to use the rest of the WISE system.  However, if Wave 1 LEAs need last year’s Contracts 
and Assignments to copy forward to the current year they will need to wait for the OK from DPI that all 
their historical data now has WISEids attached to them and it OK to generate the files.   
 
Step 5: 
 
Only for those that need to copy last year’s Contract and Assignment data forward to this 
year.  This should only be complete after DPI has given your LEA the OK that DPI has generated all 
Historical WISEid person data for your LEA after your LEA has completed Step 3 above. 
 
For districts who need to copy last year’s Assignment and Contract Data to this year they should 
generate Assignment and Contract Files using the links on the Reports / Validations > Manage 
Staff Data page for Historical Contract Download and Historical Assignment Download.  If these 
are ready the WISEid column will be populated for all records.  LEA can then upload these files 
through the normal Contract and Assignment upload process.  If LEA prefers they can also make 
modifications to the CSV files instead of using UI to edit.   
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Home Page 

 
The Home screen provides a brief description of WISEid features and helpful messages that will 
assist you as you work.   

 
 
Use the menu on the left to navigate.  Use the Person section to search for, edit person or work with 
duplicate ID’s.  The File Tasks section is for uploading and working with data files.  View reports and 
manage and validate your data in the Reports/Validations section.  Depending on their role, some 
users may also have access to the Admin Menu.  If the user has access to multiple agencies, the 
Change Agency button is used to select the desired agency.  If applicable to the user, the Change 
Agency button is located just to the left of the Logout button, near the upper right of the screen.  
 
There are two ways to work with WISEid data—manually using the application user interface screens, 
or via a file upload.  If desired, a combination of both methods may be used.  For example, you may 
upload your data using a file, and later edit the data manually for an individual person using the 
application screens. 

This message 

provides a quick 

status update. 

Click this button to 

leave DPI feedback 

about the application. 
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Searching For, Creating and Editing Persons 

 
 
 
 
Use the Search/Edit link to search for a person.  First and last name are required fields, and there 
are other criteria to use to narrow the results.  It is important to find a match if one exists, so please 
remember to use maiden names, other names and aliases, etc., as appropriate.  If no match is found 
you are given the option of creating a new record.  This procedure is discussed in detail in the 
“Creating a WISEid” section of this document.  
 
 

 
 
Search/Edit Fields 
 

ID The WISEid 

FIRST NAME The person's first name 

MIDDLE NAME The person's middle name 

LAST NAME The person's last name 

BIRTHDATE The person's birthdate, in this format: MM/DD/YYYY 

GENDER The person's gender 

SUFFIX A suffix to the person's name, if applicable 

 
 

Use this button to 

begin your search. 

Before creating a new WISEid you must first search for that person to see if a WISEid 

already exists.  This is a very important step which could save much effort later in dealing with 

duplicates.   
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To start a search, enter information in all or some of the fields on the screen and click on the Search 
button.  Note that you are required to enter First Name and Last Name, unless you are searching by 
WISEid or Local Person ID in the ID field.  If you enter a WISEid or Local Person ID in the ID field, 
you are not required to enter any other search criteria.  If you search for a WISEid deactivated 
because of a duplicate merger, you will see the results for the active WISEid.  Duplicates are 
explained in the “Report Duplicates” section of this document.    
 
Once you click on the search button you will see the Search/Edit screen:

 
  

Click the plus 

symbol to expand 

detail view. 

Click on the 

WISEid to view 

Personal and 

Staff 

Information. 
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You can view the Aliases, or alternate names associated with the person, by clicking on the plus 
symbol in the Details column.  Aliases included maiden names, nicknames or names other than legal 
names.  For example, Jane Smith’s maiden name may be Jane Jones, or you may find Robert 
Marshall under Bob Marshall. 
  

Click the plus 

symbol to expand 

detail view. 

Click on the 

WISEid to 

view 

Personal and 

Staff 

Information. 
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Here is what you see when you click the plus symbol to expand the details: 

 
 
To view or edit the Personal, Contract and Assignment details, click on the WISEid, located in the 
WISEid column.    
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Here is what you see when you click on the WISEid to view the Personal, Contact and Assignment 
details: 

 
 
Personal Information Fields: 
 

BIRTHDATE The person's birthdate, in this format: MM/DD/YYYY 

GENDER The person's gender 

ENTITY ID Educator Licensing Online person’s ID 

RACIAL/ETHNIC 
CATEGORY DPI code for the person’s race/ethnicity code 

 
  

Click here to view 

or edit the Personal 

Information. 

Return to your 

search results using 

the breadcrumbs. 
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Current Year Contract Details Fields: 
 

CONTRACT DAYS User’s selected agency’s # of contract days 

CONTRACT 
SALARY User’s selected agency’s contract salary in whole dollars 

FRINGE BENEFITS User’s selected agency’s Contract fringe benefits in whole dollars 

HIGHEST DEGREE User’s selected agency’s Contract Highest Degree of person 

DISTRICT 
EXPERIENCE User’s selected agency’s Contract District Experience 

TOTAL 
EXPERIENCE User’s selected agency’s Contract Total Experience 

LOCAL USE 
Used by districts to include local codes, etc that will assist them in 
submitting and reviewing information for their agency’s Contracts. 

LOCAL ID 

A local contract ID for this record. Unique field to be used by your 
agency for verification purposes to make sure the correct local staff 
contract record is being used by DPI. 
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To view or edit the Personal Information, click the Edit button located in the light blue bar to the right 
of the heading.  Depending on the user’s role, editing may not be available for all information. 

 
 
 
 
 
The Personal Information section displays the legal name associated with the WISEid.  The Entity ID 
is the ELO system’s unique identifier for licensed individuals; in the past this was called the File ID 
Number or File Number.  Racial/Ethnicity information is entered on this screen.   
 
In the Name(s) section are displayed all of the aliases associated with the WISEid.  The legal name is 
also displayed there for reference.  Additional aliases may be added by clicking on the Add Alias 
button.   
 
The Local Person ID(s) section displays your agency’s unique identifier associated with the person.  
The Local Person ID is not the WISEid, but rather an identifier assigned by your SIS, HR system or 
other local district software.  NOTE:  Social Security Numbers should NOT be stored in the Local 
Person ID field nor anywhere else in the WISEid system. 
 

Return to your 

search results using 

the breadcrumbs. 

When editing 

Personal 

Information a 

new menu item 

appears – Person 

Change History 
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To return to your search results, use the breadcrumbs located just below the dark blue header.  This 
is labeled on the screen example above.  
 
 
When editing Personal Information a new menu item, Person Change History, appears under 
Person on the left hand navigation pane: 

 
 
 
This provides you an audit trail of all Personal Information changes that have been made to this 
WISEid.  Be patient as it may take a few seconds for the change list details to load.  To view details, 
click on the plus icon under the Details column.  Note that there are multiple tabs; click on a blue 
header to view that tab.  If there are changes viewable under a particular tab, there will be a number 
icon indicating this.  
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Creating a New WISEid 

 
A new WISE id can be created manually from the Search/Edit screen.  Remember that all search 
options should be tried first to avoid creating a duplicate. 
 
To create an ID, click on the red Create New Record button.  
 
 
 

 
 
 
 
Before you can proceed you must click the OK button. 
 

 
  

Use this button to 

begin creating a 

new record. 
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Any information you may have previously used as search criteria will be pre-filled on the Create Staff 
screen.  Please note that many of the fields are required, including Race/Ethnicity.   
 

 
 
 
 
Once you have entered the information, click on the Save button.  After the WISEid is saved the Edit 
Staff screen will display, with the new WISEid featured at the top to the left of the person’s name.    
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The person’s Current Year Contract Details can now be entered.  Note that this contract information 
applies to the agency you have selected.  If your user role grants you access to multiple 
agencies, remember to have the appropriate agency selected.  If the previous year’s contract 
data has been copied over there may be contract information already displaying.  The Reset button 
can be used to clear all of the Contract Details fields.    
Current Year Contract Details Fields: 
 

CONTRACT DAYS Users selected agency’s # of contract days for person 

CONTRACT 
SALARY Users selected agency’s # of contract salary for person in whole dollars 

FRINGE BENEFITS 
Users selected agency’s Contract fringe benefits in whole dollars for 
person 

HIGHEST DEGREE Users selected agency’s Contract Highest Degree of person 

DISTRICT 
EXPERIENCE Users selected agency’s Contract District Experience for person 

TOTAL 
EXPERIENCE Users selected agency’s Contract Total Experience for person 

LOCAL USE 
Used by districts to include local codes, etc, that will assist them in 
submitting and reviewing information for their agency’s Contracts. 

LOCAL ID 

A local contract ID for this record. Unique field to be used by your agency 
for verification purposes to make sure the correct local staff contract 
record is being used by DPI. 
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When the information has been entered, click on the Save button.   
 
When assignments are entered, the application attempts to verify the information.  When there are 
issues with the data a validation error will display.  This validation error message will be displayed 
inside an orange colored box.  An example is shown in this sample screen:  
 

 
 
New assignments can be added under the Current Position(s) section.  To begin, click on the Add 
Assignment button.  You will see this screen:  

Error message 

text. 
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Enter Assignment Information Fields: 
 

POSITION Assignment position’s two digit Position Code with description 

ASSIGNMENT Four digit Assignment Code with description 

WORKING LEA Four digit DPI LEA Code with LEA Name 

WORKING SCHOOL Four digit DPI School Code with School Name 

LOCAL USE 
Optional field for districts to use for providing additional information 
for titles when reporting assignments as 99/0000 

LOCAL ASSIGNMENT 
TITLE Optional- It is needed for "99-0000" assignments  

LOCAL ID 

A local assignment ID for this record. Unique field to be used by your 
agency for verification purposes to make sure the correct local staff 
record is being used by DPI. 
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Once information has been entered in the desired fields, click on the Continue button, unless there is 
a Save button which means there are no further questions to answer and the information should be 
saved.   
 
 

 
 
If applicable, enter the requested information and click the Save button.  The information entered here 
will vary depending on the position’s dynamic questions.  
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Possible Dynamic Questions: 
 

FTE Percentage 

Full Time Equivalent (FTE) of the person’s assignment limited to 1 to 
149.  For example, represented as a percentage, 001 would be 1% 
and 149 would be 149%.  

Number of Classes 
Number of classes person taught as part of their assignment.  Limited 
to a number 1 to 40. 

Bilingual Program 
Y/N does the person for this assignment teach in a state or locally 
funded bilingual program? 

Long Term Sub Y/N is this assignment being performed by a long-term substitute? 

School Board Approved 
Alternative Education 
Program 

Y/N is this assignment being performed by a School Board approved 
alternative education program? 

Subcontracted through 
a Contracted Agency 

Y/N is this assignment being performed by a subcontracted 
individual? 

Grade Levels Grade levels person teaches as part of this assignment. 

NCLB  Math 
Number of classes that are NCLB Math courses person taught as part 
of this assignment.  Must be 0 to 10. 

NCLB Science 
Number of classes that are NCLB Science courses person taught as 
part of this assignment.  Must be 0 to 10. 

NCLB Social Studies 
Number of classes that are NCLB Social Studies courses person 
taught as part of this assignment.  Must be 0 to 10. 

NCLB World Language 
Number of classes that are NCLB World Language courses person 
taught as part of this assignment.  Must be 0 to 10. 

NCLB Arts 
Number of classes that are NCLB Arts courses person taught as part 
of this assignment.  Must be 0 to 10. 

NCLB English 
Number of classes that are NCLB English courses person taught as 
part of this  assignment.  Must be 0 to 10. 

 
A person can have assignments in multiple working LEA’s, as shown in this screen example: 
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An assignment can be edited by clicking on the Edit icon, located to the left of the red “X” icon.  The 
edit screen is the same as the creation screen.  A user can edit assignments only if their selected 
agency (displayed in the dark blue header of every screen) is the hiring LEA.   
 
An assignment can be deleted by clicking on the corresponding red “X” icon.   

Assignments in 

multiple working 

LEA’s. 
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Click on the plus icon to the left of a position to view details of that position.  These are the dynamic 
assignment questions and will change depending on the assignment details. 
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Report Duplicates 

 
It is possible that duplicate WISEid’s may be created for the same person.  Any duplicates should be 
reported to DPI for review. 
 
To report a duplicate, begin by clicking on the Report Duplicates link, located under the Person 
menu on the left hand navigation pane.   
 
 

 
 
Enter the two WISEid’s you believe to be duplicates.  For example, if James Jones, birthdate 
1/1/2001 has the WISEid 234567, and Jim Jones, birthdate 1/1/2001 has the WISEid 256789, and 
you believe that both ID’s describe the same person, enter both ID’s on this screen.  The order does 
not matter.   
 
DPI staff will review the submissions and if necessary merge duplicate records into one.  All WISEid’s 
will remain valid, but only one will be considered the active WISEid.  Subsequent updates may be 
made only to the active WISEid. 
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File Tasks 

 

Upload 
 
Upload your data to DPI via a CSV file.  A sample Person template is available to assist you with 
formatting the CSV file.   
 
 

 
 
 
The latest WISEid detailed file specifications along with these templates can also be found on 
the DPI public website at http://dpi.wi.gov/wisedata/vendors  
  

Download a sample 

file here to view 

example headers. 

Navigate to the file 

you wish to upload. 

http://dpi.wi.gov/wisedata/vendors
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Upload File Specifications: 
 

WISEid 
The WISEid – unique state ID for Wisconsin staff & 
students. 

 Local Person ID 
Agency's unique identifier for the person, assigned by 
SIS, HR system, etc. 

Last Name The person's last name 

First Name The person's first name 

Middle Name The person's middle name 

Suffix A suffix to the person's name, if applicable 

Birthdate The person's birthdate, in this format: MM/DD/YYYY 

Gender ID The person's gender 

Race Key 
Code corresponding to the person's identified 
racial/ethnic group(s)  

Alias Last Name The person's former and/or other last name 

Alias First Name The person's former and/or other first name 

Alias Middle 
Name The person's former and/or other middle name 

 Alias Suffix The person's former and/or other name suffix 

 Entity ID 
DPI-assigned educator licensing file identification 
number 

 
Results 
 
Use the Results link to view file uploads types and statuses. Use these results to find the cause of 
errors and to investigate potential matches that need to be resolved-- Note that you must wait for the 
file to finish processing and show ‘Completed’ before you can do so.  In the resulting list you can click 
the Download button to get a file to upload into your system.  
 
 
 
Your upload will result in one of three outcomes: 
 

1. There is a problem with the file layout.  An error message will displayed indicating what was 
wrong with the file.   

2. The file format is okay, but the application detected a fatal data error.  This means that the 
data error is so severe that the information cannot be uploaded.  The application will display 
these data error(s) for review.   

3. The upload was successful.  The application will display the Results screen, which is also 
accessible from the File Tasks menu in the left hand navigation pane.  Note that successfully 
uploaded data may contain errors that need to be corrected.   
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First we will look at Errors, followed by Potential Matches and then Downloads. 
 
 

Errors 
 
Click on the number under the Errors column to view those errors.  Depending on the type of upload, 
you will see an error reporting interface unique to that upload type. If you have many errors, it maybe 
more efficient to open the Results Download file to locate errors. 
 
Here are examples of the error reporting interfaces for person and assignment uploads:   

To view 

potential 

matches. 

To 

research 

errors. 

To 

download 

person 

upload 

transaction 

results. 
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Person Upload Example 

 
 
 
 
 
Assignment Upload Example 
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It is possible for multiple errors to exist in a single field.  Each row represents a single error.  Click on 
the Plus sign icon to view the error details.   
 

 
The Contract Error Review shows the complete data for each record and highlights errors in orange.  
 

Potential Matches 
 
Click on the number under the Potential Matches column to view the potential matches.  You can also 
choose Review Matches from the File Tasks menu.   

 
 

Use the slide bar to 

view all of the 

information. 
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Click the Remove button to delete the potential match if it is not correct.  Click the Review button to 
review a potential match. 

 
 
 
Displayed here are people the system determined are potential matches to the person uploaded.  To 
view any aliases associated with the potential match, click on the Plus icon under the Details column 
in the blue box.  If you determine that this is a match to the uploaded person, click on the radio button 
located between the Details and WISEid columns for that person in the blue box.  On the following 
screen you have the option of accepting or cancelling the match. 
 
If you didn’t find the match, then click the radio button next to “Create a new person (this person does 
not match any of the above)”.  On the following screen you have the option of accepting or cancelling 
the creation of the new person record. 
 

Results Download 
 
From the Results screen, click the Download button next to a person transaction.  This will save a 
CSV file to your local PC containing all information, including any changes made using the user 
interface screens.  This file could be used to update or automate changes in your local information 
system—SIS, HR system, etc. 
 
The Status and Message Text columns in this chart indicate which type of processing transaction 
each row represents.  A single upload transaction may have multiple rows indicating multiple 
statuses.   
 
 
 

Radio buttons. 
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Results Download Statuses and Messages:  
 

Status Message Text 

Upload Request Automatched 

Upload Request Sent to Match Review 

Upload Request Error 

Update Request Info 
Message 

Entity ID in upload doesn't match the WISEid 
person Entity ID. 

Update Request Info 
Message 

Only alias and Local Person ID additions are 
allowed for this auto match record.  If additional 
changes are needed please contact DPI WISEid 
support to have them made. 

Upload Request Removed from Match Review 

Committed Create new person by Review Matches 

Committed Create new person by Upload 

Committed Match completed by Review Matches 

Committed Create new person through UI 

Committed Automatched with update of data 

Committed Update person from UI 

 
The Results Download File Specifications are the same as those for the  Download Transaction 
History that are under the Download Transaction History section.  The only difference between these 
files is the Results Download gives you just the transactions related to the currently selected 
individual file upload.   
 

Review Matches 
 
See “Potential Matches” under the Results section above.  These are two methods of viewing the 
same potential matches.  
 

Download Transaction History  
 
Download your transaction history by clicking on the link under File Tasks.  A CSV file containing your 
history will be downloaded to your local PC.  ‘Download transaction history’ is a catchall for anything 
users wish to pull out of the system.  By entering a date range you may gather all the potential 
matches resolved in a specific period, gather information on duplicate merges completed by DPI, 
review record modifications and more. 
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The Download Transaction History file could be used to update or automate changes in your local 
information system—SIS, HR system, etc.  This is similar to the person results download except that 
all download types are included.   
 
The Status and Message Text columns in this chart indicate which type of processing transaction 
each row represents.  A single upload transaction may have multiple rows indicating multiple 
statuses.  These files may be very large so you may want to open them in Excel and use sorts and/or 
filters to locate groups of data.   
  

CSV file is downloaded 

(this example is from the 

Chrome browser). 
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Download Transaction History Statuses and Messages:  
 

Status Message Text 

Upload Request Automatched 

Upload Request Sent to Match Review 

Upload Request Error 

Update Request Info 
Message 

Entity ID in upload doesn't match the WISEid 
person Entity ID. 

Update Request Info 
Message 

Only alias and Local Person ID additions are 
allowed for this auto match record.  If additional 
changes are needed please contact DPI WISEid 
support to have them made. 

Upload Request Removed from Match Review 

Committed Create new person by Review Matches 

Committed Create new person by Upload 

Committed Match completed by Review Matches 

Committed Create new person through UI 

Committed Automatched with update of data 

Committed Update person from UI 

Committed Student imported from WSLS 

 
Download Transaction History File Specifications: 
 

Field Description 

WISEid 
The WISEid – unique state ID for Wisconsin staff & 
students. 

Local Person ID 
Agency's unique identifier for the person, assigned by 
SIS, HR system, etc. 

Last Name The person's last name 

First Name The person's first name 

Middle Name The person's middle name 

Suffix A suffix to the person's name, if applicable 

Birthdate The person's birthdate, in this format: MM/DD/YYYY 

Entity ID 
DPI-assigned educator licensing file identification 
number 

CurrentLocalPersonID 
As of when this file was generated the person’s current 
local person ID. 

CurrentLastName 
As of when this file was generated the person’s current 
last name. 

CurrentFirstName 
As of when this file was generated the person’s current 
first name. 

CurrentMiddleName 
As of when this file was generated the person’s current 
middle name. 

CurrentSuffix 
As of when this file was generated the person’s current 
last suffix. 
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CurrentBirthdate 
As of when this file was generated the person’s current 
last name. 

CurrentEntityID 
As of when this file was generated the person’s current 
ELO Entity ID. 

TransactionId Processing transaction identifier 

TransactionDate Date when the transaction was processed 

UploadRequestId If uploaded by a file upload the files unique request id. 

Status 
Status of the transaction – see Statuses and Messages 
table above for possible classifications. 

MessageText If a user message is generated it is displayed here. 

ErrorNumber Number of error message 

ErrorText Error description 
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Reports / Validations 

 

Staff List 
 
The Staff List link under the Reports / Validations section provides a list of persons that have been 
uploaded with contract or assignment information.  The list is searchable by Name, WISEid and/or 
Position.  Click the Plus icon to the left of the WISEid to expand the display and view more details.  
Click the Edit icon to the right of the Age column to edit Personal, Contract or Assignment 
information.   
 
 

 
  

Expand to 

show more 

details. 

Edit button. 
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Validate Staff Data 
 
To validate staff data, click on Validate Staff Data under the Reports / Validations menu. 

 
 
The Validate Staff Data option is used to run validations on the staff data—assignments and 
contracts.  Errors and informational messages will display—see the example above.  Click the 
Resolve link on the right to fix the error or address the message.  The user will be taken to the 
appropriate staff record screen to review the problem.  The Refresh Validation button will update the 
validations based on the latest system data.  Most validation updates will happen without the need to 
click the button, but using the button will do a complete validation check for the select hiring agency. 
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Click on the filter 

icon to filter each 

column 

Click on the 

column header to 

sort by that column 
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Person List by Local Person ID 
 
If your Hiring LEA has attached a Local Person ID to a WISEid person the person list including 
WISEid for your Hiring LEA will show up here in CSV format.   If you attached multiple Local Person 
IDs to the same person they will show up multiple times – one row per Local Person ID.  The CSV file 
may take a few seconds to download so be patient.  It will show up in your Internet Browser file 
downloads when complete.   

 
Person List by Local Person ID File Specifications: 
 

Field Description 

LocalPersonID 
Agency's unique identifier for the person, assigned 
by SIS, HR system, etc. 

LocalPersonIDDescription 
Description on how the LocalPersonID was created 
for a person if available. 

WISEid 
The WISEid – unique state ID for Wisconsin staff & 
students. 

LastName The person's last name 

Suffix A suffix to the person's name, if applicable 

FirstName The person's first name 

MiddleName The person's middle name 

Birthdate 
The person's birthdate, in this format: 
MM/DD/YYYY 

Gender Reported gender of person 

RaceKey Reported RaceKey of person in DPI code format. 

EntityID 
As of when this file was generated the person’s 
current ELO Entity ID. 
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Manage Staff Data 
 

 
Contains a number of high level agency admin functions.  Including: 

 Delete Staff Contracts – Deletes all of the hiring agency staff contracts for the current year. 

 Delete Staff  Contracts & Assignments – Deletes all of the hiring agencies contracts and 
assignments for the current year.   

 Historical Person Download – downloads special store of historical records used in process 
to correct data and join WISEids  to the person in CSV file download format.  Will be used only 
in first release of application and will go away soon once all districts have historical data joined 
to WISEids. 

 Upload Historical Person CSV File – Used by the LEA to upload corrected data from 
Historical Person Download back into the historical data store. 

 Historical Contract Download – Once the First Year Historical Staff Data Bridge 
Process step 4 is complete this can be used to create a Contract Upload file of 
last years data to be uploaded into File Tasks > Upload.  Data can be corrected 
in Excel before the upload. 

 Historical Assignment Download – Once the First Year Historical Staff Data Bridge 
Process step 4 is complete this can be used to create a Assignment Upload file 
of last years data to be uploaded into File Tasks > Upload.  Data can be 
corrected in Excel before the upload. 
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Admin Menu 

 

Settings 
 
It is possible to toggle the Local Person ID requirement on and off.  DPI highly suggests that all 
districts require the Local Person ID this is the default setting, but it may be toggled off under the 
Admin menu if the user has the appropriate privileges. 
 
 

Update Contact Info 
 
Here the agency administrator updates WISEstaff system contact information.  Both  Primary and 
Secondary Contact are required for each agency and must be updated each year.  Use the Edit or 
Delete icons to the right of the email address to make changes or delete a contact. 
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